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MORANDUM FCR: Chief, Information Processing Staif, &O/PPB
3 & ?
AREA Scminar - Some Themes and Comments

My mcmo on-Records Conferunce,
dated 24 Ocicber 1968

DR YVOUR INFORMATION

On 30 Cctober 1968, I attended at the Department of Stzle a ceminas
on "Reports Managzment' put ow by the Assccization of Records Execulivec
cad Administrators (ARTA)., Again, as at i.ne-Conze:ence, the
cupanded concept of what the area of concern of the "Records Cffic
Il o ".-mmd be in the future - cmerged pointediy., This AREA Seminar

NEW AND EXPANCED CONCEDT CF THE RECORDS
MANAGIMENT SUNCTION

definition of '"Records Management”
is a three part definition: 1) Recowrds
!\/La:ntenancc; and 3) Records
i "Records Management, '

Control ic excercised in such areas as

forms deosion and epproval; number and

color of cogies to be generated; distr

bulion of copies, including sctandard

dist *:bui.loq cymbois; organization of

office filesz and file meaintenance p“o-

cedures; filing equipment; microfilmi

o avl ocuipment; ricords reizre-

me. 2¢ules; and, in our casc, or.ration
f »ds ceater for Vital Mt rials and
nact! ‘CCOTG L,
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B. Change Nceded:

It was pointed out at yesterday's AREA conference
that this traditioncl concept of "Records Management'
is “dead? - that the iraditional records management
fuaction has proved {o have too little vitality in smost
organizations to survive - and that 2 new and expanded
concept of records management is reguired botia by the

zeds of modern organizations and by the recowds

management discipline if it is {o endure,

C. Now Concent:

The new concept of this discipline env~31o*1'“ the
merging of what have cfien been thought of as separate
fields. It calls for fiiting together, in terms of both
individual skills and orgaanization structure, the fielas
of 1) Records Management, 2) Systems Design for
information systems, and 3) ADP,

The Records Ofiicer was told at this AREA
Seminar to abandon his traditional focus on
control of pujper... and move into systoms
design with itz accent on clarifying the broad
purposes of an organization, definiag the veal
needs for information in the light of thocse
purposes, shaping information reporis to
saticfy thoce rezl needs, defining input/outpul
dependencies and the procescing steps required
to move to output from inpat, and finally,
performing all this ayainst 2 PP3 cost/effective~
ness background. Further, he was told he cannot
avoid the compulcr, that information systems will
increasingly be driven by ADP and that he must
reshape his attitudes and skills to be more useiul

to his orpganizziion's efforts to design and implement
such machinc-cupnorted systems. He was tola Lo
expoct organizational charnges which would tend to
incorporate him wih the systems design compoacni,
and in many cases, with the ADP component a2

W ‘A subsequent speaker frovy the Internal
R 2 Service described the . - "ation at IRS of
e

o
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its new "Management Information Division,'
dedicated to the "total systems concent an
combining in a single Division the px reviously
separaie functions of Records Management,
Systems Design, and ADP operations.)
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This same shift toward the merging of the Recozds
Management, Systems Design, and ADP disciplines
became evident during the team exercises a2t our own
Records Conference af last week. (Sece reference.}

It is faxr from crystal clear just how the individual
Recorx ds Cificer {and his component) navigates into this
confluence of fields or, indeed, whether or not a sezanile

skill group known as "Records Officers’ wili survive .
blending process, Whe. is clear, according to this ARTA
Seminar, is that the Records Officer's nast world bears
little resemblouce %o the world of th. ;\,j.-.re - and that all
"Records Cifice 7" muct recognize thal fuuizr coz 2y discipline
is now caught up in a pﬂ"zod of turbuicni transition,

¥F. Note on CIA Orranization:

This mezging of the Records Man nagement, Systems
Design, and ADP fields ic reflected o a degree already
in our CIA siructure:

- Recordg Menasomont and SIPS Systems Design
are both underji Suppozt Services
Staif... althouBl CrIil Separate subcomponents.

1A -_5:3 alco the information Process’a L
oordiralor for DD/S and sits on your Ag gency-

esennias um

wide information Processing CO“nmlite\,.

1A —_aluo nas half dozen A DU vronle {(and will

acve - vz from OCS iatesra < his group
and we nas close management "~ CCS for
the SIPE effozwt.
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- Excepi for the SIP3 effort, our ADP Systems
Designexs ave alveady integrated with ADP
shops: DD /i), Fellows (

TOUD 18,
on paper, organizaiionally Separate from RID
but in reality the Systems Group serves o3 a

rmanagement front for RID... so the -:ela&:ion-
saip is vezry close,

- Surecly, if CIA ever sets up an Information
Processing Directorate, {he Records Management
function will be included within that Directorate,

i, ADP AND THE RECORDS MANAGEMENT FUNCT:ION

A,

CON
Approved For Release 2001

If, ia the future, the Records Officer must sormchow get

involved in designing major information systerns and if
su\.h systems, more oftza than not, wiil be computer-
supported... then, the prospective impact of ADP on
the Records Gificeris life is preity fundamental, (My
own guess is that the Records discipline will co merze
into broader areas of concern that it will tend to disappear
as a separate carcer gkill fortressed by stand-zlone
organizationa. “ineg... although the function will suxviv
perhaps as an crea of specialization - among the several
functions which make up the modern ""systems design'
skill.)

Some Impacic 2. ... 2P on Paner Records -~ Traditional

Concern of Records Manaﬁe:nent
p3

1. General: ADP creates, conles, stores, retrieves,
changea, and cancels recorda., These same
processes arc fundamentzal to the traditional
Records Managoment function,

2. As use of ADP exzpands, more files will be
machine files wother than paper files,
True for both Admin/Management files {SIPS

?
MIiS; etc,) and ior Intelligence files {NPIC
Natl, Data Basc, Colo

2. Givenr macaine files, we ca . .pdatz/purge files
x3thont maper (without gencos Lng updated print-
ot.), and can produce oui - uepocts {via CRT)

withouvt parcer,
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At same time, computer cresies paper
£0 ADP may add to the paper toanage
has to date).

Forma Cortrol, a2 traditional records manage-
ment fzﬁctzagtp 0 determined in an ADP system
by the computer programs, (Also, through

USER Queny lenguages, the User himself ca
specify at time of query the ouput format he
tesires.) Thus, ADP lcads the Forms Contyol
Officer into new areas of concern

Numbez of copieg is few by computer printer;
but mag tenc {or other machine mg,d1um, can be
used as a kind of permanent ciencil. .. used
over and over, making the compuler a copy
machine,

] o s

Velume zeduction of records via ADP:

12, 000 pages = one rccl of mag tape

1% 300 sagec = one Data Cell {reduciion?)
250, v00 pages = one reel (14"} of Videcotape
Ma« Tape-to-Microfilm Coaversion

{actomatic) = 50-to=-1 reducticn {rom hawdcony.

8. Microfiim aperture cards, machine processable.

9. Automated storage and zoiricval of document imegen
(Minicawd, Videoiile - images and index codes
paysicaily together)

10. Tyce cetiing fuonction sunport by ADP-preparation of
tapes for ete, {ADP impacting
creation of records thzough typesciting ,.unctiou,,
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